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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHWES AND HISTORY r --.. --* RECORDS MANAGEMENT ~- DIVISION ,.,ll,_. 

I -~ 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

________I . L.-.-"a-II_..-____ 
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this formi, Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section, 

_p- - LR__*-sl_ _l.*,ll_l.. 

-- .__ ~ ~ 

__ __ . 
Date Completed 

- 
~ ~ _ _  

.._I~ ~- -~ . ~~~ 

FOR AGENCY USE . Agency Address 
pplicafion Date : Department of  Educat ion 

O f f i ce  o f  Adrn io i .s t ra t ive Serv ices 

A t l a n t a  GA 30334 
pplication Number Regional Educat ion 

. ,  
- . 

~~~~~~~~ .... ~- 
t 

~ ~~ 

~ ~ ~ .- 

a. 
b. 

61 Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

A~ --O_~Ame_nd.Api?Lqtio.n  no._^.^..---- Checkone: ! . C h e s ; ~  OZwLEc!e;.-P Void 

Non-Public School U n o f f i c i a l  Enro l lment  F i l e s  t o  I date 

,. Dates of Series 
yarliest 

1969 
. Division and Office Function 

The Regional Educat ion Serv ices D i v i s i o n  i s  respons ib le  f o r  p r o v i d i n g  l i ' a i s o n  serv ices  
between' the S ta te  Department o f  Educat ion ,and the  187 l o c a l  school 'systems and 16 CESAs 
(Cooperat ive Educat ion Service, Agencies). 
dea l i ng  w i t h  S t a t e  Board o f  Educat ion p o l i c i e s  and S ta te  laws; admin is te rs  s t a t e  school 
standards through o n - s i t e  app ra i sa l  o f  standards app l i ca t i ons ;  a s s i s t s  l o c a l  school systems 
i n  the  development o f  l o c a l  f a c i l i t y  p lans; conducts pup i l - t eacher  r a t i o  and attendance 
aud i t s ;  prov ides l i a i s o n  serv ices  t o  a c c r e d i t i n g  agencies and p r i n c i p a l s '  o rgan iza t ions ;  
compiles school systems data f o r  d i r e c t o r i e s ,  school calendars,  and t h e  Sta te  l e g i s l a t u r e .  
These serv ices  are  prov ided through t h e  D i v i s i o n  D i r e c t o r ,  10 Regional D i r e c t o r s  ( l o c a t e d  
i n  o f f i c e s  throughout  t h e  state), and 1 Admin i s t ra to r  assigned t o  work w i t h  t h e  p r i n c i p a l s '  
o rgan iza t ions .  

~~~~ 

5. Records Series Title (fdlowed by t ide  used in office; if different) 
Latest 

. ~________~ - .  -~ ~. ~...~ .~ 
What i s  the function of the Division and the Office in which this record series i s  created? 

It prov ides mon i to r i ng  i n  a d m i n i s t r a t i v e  areas 

- .  ~~ ~~ ~ ~ A.--.-p- ~~ . . 

'. Record Series Desaiption This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documentsrelatingto: ma in ta in ing  a c u r r e n t  l . i s t  o f  p r i v a t e  schools a t  t h e  elementary and 
secondary l e v e l  i n  t h e  S ta te  o f  Georgia as a p u b l i c  s e r v i c e  t o  the  c i t i z e n s  o f  t h e . s t a t e .  

lncluded&agX i s :  a l i s t  o f  non-publ ic  schools throuahout  ,,Georgia, g i v i n g  o n l y  school name, 
address, number e n r o l l e d  and grades. 
attendance du r ing  the  second month o f  each school year  in. compliance w i t h  Georgia Law 
32-21 14. 

I n fo rma t ion  f o r  t h i s  l i s t  i s  ob ta ined f rom l o c a l  schod 

The Department has no r e g u l a t o r y '  power over  p r i v a t e  elementary o r  secondary school 

File isarranged: c h r o n o l o g i c a l l y  by school year; thereunder a l p h a b e t i c a l l y  by cou'nty;.. thereunder . .  
a l p h a b e t i c a l l y  by  school. 

- ~ ~~ ~~ _ _ ~ ~ ~  ___ .... ~ ~. . .. 
1. Mpnthly Reference Rate How often are records referred to which are: 

300 100 . . .  
One to six months old ----: Seven to twelve months old -300 .-.; Thirteen to twenty-four months old - ___, 

-~ . ._ ~ ~ - . -. - ~~~ _ _  ~.~--..~._~_I_._ 
twenty-five months and older~ - 50 

-__. 
). Annual Rate of Accumulation of Record; 



~ ~~~ -_- ~- _ _  .. -. ~~. ~ . _ _  ~ 

c. 1s thB a Vi??!ECPrd?.~ ~ ~. , - - . . ~ . ~ .  __I__--__ -__ . -_ . ~~ _ ~ _ _  ~ 

d. Does ~ this series have ___ historical or l o m e r m  research value? . .- , - . _~ ~ . .. ~ ~ 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
.. ~-dowments beqc_heduled~sepai~felY1._.___ ~ --_I-- ~ __ . ~ ._ . ~. __-. - . __  . 

_ t ~ l s ~ h h _ e i n ~ r m ~ ~ Q n ~ ~ n ~ n ~ h ~ ~  zqier~evec evb!ished?- -If yescattach COPY, . _- ..I_ 

--!tves.atta~h:h~~~.. ~ - .  ~ - ~___.. . ~ 

_ . ~ . I f . Y e s . _ w ~ ~ e L . . _ _ _ ~ ~  . _~ __ ~ . ~~ ~~ 

. L.. Is this ser ierkxmujpr  mxthmfirLregular lv mino f i l m e d l . - ~ ~ - ~ -  __ .- ._ 

..~.LRQQe_rlhe_r~~arhreri~~ r e W  acomputer priorout?. . - -. .- -~ - -  - 
:ion Requirements 

c. l i t h e  inf&ation contained in this series ever analyzed and/or recorded in a summarized report? 

h. It there a duplication~of this series in your office, or in another office or agency? 

__ ~__ 
The following requires the series to be kept: 

a. State Law I.__- ..years. d. Audit period ~ - -___.years. 
b. Statute of limitation - - ._---years. e. Administrative need ~ -- .years. 
c. Federal law -- --years. f. Federal retention instructions - . - _-__years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

7 

, .  

~ _ _  .... ~ ~ ~ . ~ - .  . _____ -~ 
12. Approved Disposition Instructions 

7 . .  This agency recommends that the file series be cut off a t  the end of each: 
Calendar Year; 0 Fiscal Year; Other - . .. - ~. 

0 Hold in the current files area A-.... rnonth(s) I_ 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold -----year(s); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
IB Other lSpecify1 

Record Copy: 

,Reference Copies: 

~ . year(s); then 
--yea+); then 

, 

Upon publication i n  November,. send to Archives for permanent retention. 

Destroy when no longer needed. 

These instructions apply to a l l  prior and future accumulations of the series, 

State Records Co . 3ecomrnendationr in 
lraph 12 are approve 

)f explanation.) 

. 


